q drive procedures: setting-up project folders


Creating A Project Folder Structure On The Q Drive

The following instructions will give you a step by step procedure for placing information (electronic documents) on the Q drive under Projects by Location. For purposes of these procedures, folder labels will be emphasized by italics. Also, it is assumed that your computer is already mapped to the Q drive.

	What to do
	What you should see

	1. Locate and open the Q drive icon. 

2. Find the Projects folder and open it. 

3. Find the Projects by Location folder and open it.
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	4. Locate the location where your project is closest to or located in. Most of the locations are communities within Alaska. If your location folder has already been created, follow the procedure in step 7.
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	5. If your project or location hasn’t been created, you will have to create one.

6. Highlight the top level (Projects by Location) and create a new folder. A phony folder labeled ABC1 has been created.
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	7. Depending on the type of project you may be creating, highlight and copy the appropriate folder template (01 Civil Project Template is pasted into the ABC1 folder).
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	8. Rename the folder with the appropriate CWIS number and short description for the project. The graphic shows a phony project created for this location with the CWIS number first, then a short description.
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	9. Locate the folder where you want to place a document. There are 19 main folders with some of the folders having sub-folders.
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